Training Request forms
Attached you will find three different training request forms that we encourage you to keep in a folder on your desktop.  These training request forms will be used to request trainings through E-Academy, Live trainings offered through BCArc and DDS – Learning Matters, and external live and online trainings.  All forms should be completed and submitted electronically in order to cut down on paper usasage.
1.  E-Academy Trainings
a. Fill out Name, Title, Program, and Date
b. Fill out the name of the training you are requesting
c. [bookmark: _GoBack]If you are looking for a specific training and you can’t find it in E-Academy fill letter B on the form.
d. Next select when the training will be conducted
i. This should be discussed between the site manager and staff to determine the appropriate time and place to take the course.
e. Supervisor (Designated as Site Managers, Assistant Site Manager, Employment Manager, Day Program Director, etc.) will “sign” (type name) and date and forward to their Director
f. Director (Designated as Res Supervisor and up, Director of Vocational Services, Director of Day Service, etc.) will “sign” and date and forward to the Staff Development Specialist
g. Staff Development Specialist will unlock the training and assign it to the staff
h. Staff Development Specialist will e-mail the Site Manager that the training has been assigned

2. Agency Training/Learning Matters
a. Fill out Name, Title, Program, and Date
b. Fill out letter A for a training listed on the Agency Training Plan
c. Fill out letter B for a training listed in Learning Matters, include date and location
d. If you are looking for a specific training and you can’t find it on our Agency Training plan or Learning Matters fill letter C on the form.
e. Supervisor (Designated as Site Managers, Assistant Site Manager, Employment Manager, Day Program Director, etc.) will “sign” (type name) and date and forward to their Director
f. Director (Designated as Res Supervisor and up, Director of Vocational Services, Director of Day Service, etc.)  will “sign” and date and forward to the Staff Development Specialist
g. Staff Development Specialist will enroll the staff in the class
h. Staff Development Specialist will e-mail the Supervisor that the training has been confirmed

3. External Training
a. Fill out Name, Title, Program, Date and if the training is Live or On-line
b. Fill out Name of training, Date and location
c. Attach registration form and Purchase order if necessary
d. Supervisor (Designated as Site Managers, Assistant Site Manager, Employment Manager, Day Program Director, etc.) will “sign” (type name) and date and forward to their Director
e. Director (Designated as Res Supervisor and up, Director of Vocational Services, Director of Day Service, etc.)  will “sign” and date and forward to the Office Manager
f. Office Manager will enroll the staff in the class
g. Office Manager will e-mail the Supervisor that the training has been confirmed

